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	Description
	In this introduction course, delegates are introduced to Microsoft Excel 2007.  Through hands on exercises delegates will learn all the basic functions required to create a useful and presentable spreadsheet.  

	Duration
	2 Days
The course content can be customised to your requirements, please contact your 
co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Concepts and Strategies
· What is a Spreadsheet?

· Why Should I use Excel?

· What is Windows?


	Saving and Opening
· Opening New Worksheet
· Opening Existing Worksheets

· Saving Your Worksheet

	
	

	Starting Excel

· Shortcut Keys

· Moving Around the Spreadsheet

· Using Help

· The Ribbon
	Text and Numbers
· Entering and Editing Data

· AutoCalculate

· AutoCorrect

· AutoComplete

	
	

	Worksheets

· Inserting New Worksheets

· Renaming Worksheets

· Colouring Worksheet Tabs

· Duplicating/Moving
	Manipulating the Worksheet

· Cut, Copy and Paste

· The Clipboard

· AutoFill

· Rows and Columns

· Resize, Add, Delete

	
	

	Formulas and Functions

· Creating Formulas

· BODMAS 

· Functions: Sum(), Min(), Max(), Count(), Average()
	Absolute and Relative Cell References

· What are Absolute and Relative Cells?

· Absolute Columns and Rows


	Formatting

· Changing Fonts

· Number Formatting

· Alignment

· Borders and Patterns

· AutoFormat

· Conditional Formatting
	Charts and the Chart Wizard
· Creating Basic Charts

· Adding Text and Legends

· Changing the Chart Type

· Adding/Deleting/Editing Data

	
	

	Sorting and Filtering
· Quick Sort

· AutoFilter
	Page Set Up and Printing
· Page Orientation

· Headers and Footers

· Managing Page Breaks

· Page Review

· Printing a Spreadsheet
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